
2015 Sole Assessment Center (AC) Process

Municipality HRDVendor
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Sends score notice to 
candidates and eligible 

list to municipality

Enters 
requisition for 
examination

Receives requisition and sends 
Delegation Agreement to 
municipality for signature

Appointing Authority signs 
Delegation Agreement and 
returns to Human Resource 

Division (HRD)

HRD signs Delegation Agreement and final 
copy is sent to town. Poster Requirements, 

Eligibility Listing, Posting Certificate, 
Appeal Notification, Employment/

Experience information and form, and 
Employment Verification Form sent to 

town

Initiates conversation with vendor 
about AC and sends Poster, Posting 
Certificate, and Eligibil ity Listing to 

HRD
Uses job analysis to 

create and validate an 
AC program

Notifies HRD of 
date of AC 

Sends HRD the completed 
Employment/Experience 
Forms and Employment 

Verification Forms

Administers AC 
to candidates 

and sends 
results to HRD

Verifies scores and approves 
vendor to release scores to 

candidates and eligible list to 
municipality

Attach resulting Eligible 
List to original online 

examination requisition
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